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PREPACE 


This thesis is e description end Gisecuseion of job 
analysis end classificetion in the U. 3. Ravy, and of the 
rating and pay etructure for the men who perform these jobs. 
the Gieeussion is limited to the Jobs and ratings of the en- 
listed branch only and does not inelude the warrant and com- 
miesioned officer group. The material in grouped into its 
notural divisions and 1s discussed in the following order: 
(1) the nature of Navy Jobe; (2) billet anelyeis; (3) the 
rating strueture of the Navy; and (4) job classification. 

Nany Volumes heave been written on this subject in of- 
ficleil Navy publications, unofficial papers on Bavy jobs, and 
treatises on industrial job anslysis and rating. However, 
aé Ter as is known, no publication exists which edequately 
covers Navy jobs as cutlined ebove in a comprehensive and 
eagiiy reec end understood manner. Most of the existing pub- 
Lieations cover only © part of one of the aspects and do it 
in such ea deteilead and teehniecal manner thet it is only use~- 
ful te those who have to verform the detelled work of admin- 
istering the progrem. These are difficult te read for the 
purpose of getting an overview or genernsl picture of the job 
progrem and the relationships of ite various aspects. 
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The purpose of thie thesis is to diecuss the various 
aspects of Navy Job anelyais, job classification, and rating 
structure in a single vaper and explain them se their rela- 
tionships csn be easily understood. It Le intended primarily 
for Navel Officers, prospective Naval Officers, and thoee 
eniisted men and cliviliane who sre engeged in personnel work 
in the U. &. Navy. Consequently it is assumed that the 
render will have a general working knowledge of the Navy and 
be familiar with the common naval terms, particularly those 
used in the rating structure which ere peculiar te the Havy 
aLone. 

A great deal of work has been dene on job anslyeis 
and rating in the industrial world and in many cases the 
problems and principles involved are similar to these in the 
Mavy. The literature on this subjeot hae been reviewed snd 
a discussion of the similarity and differences between naval 
end industrial jobs hae been made at the appropriate pleces 
throughout this wora. 

It le hoped that thie paper will give the reader ea 
clearer underetanding of Navy jobs in general and of the 
nature and importance of job anelysis and classification in 
particular. If it does this for all officers and particu- 


leriy officer candidates, the navel service will be benefited. 
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CHAPTER I 


THE NATURE OF HAVY JOES 


Introduction 


The U. S. Savy is a very large organization, much 
larger then sost industrial or private activities. Its 
present authorized strength is nearly one-half million of- 
ficera and men end during the last war it expanded to about 
three million officers and men. It has eghipe and stations 
distributed all over the world and is not concentrated in 
one siete or netion like mest large industries. It hea mony 
jebe end featurea which are peculiar to the Navy alone, and 
are not common to industry or even to the Army. In sddition 
to thie, the tools and methods of navel warfare ere con- 
etently changing and being improved. 

Because of the large, scattered, and specialized 
nature of the Navy, ite administrative organizaticn is also 
very large and complex. One of the chief divisions of this 
organization ies the Bureau of Neval Personnel. Thies bureau 
nae to do with the procurement, training, diatribution, pro- 
motion, pay, and Gisecipline of all naval personnel. A411 
this is necesssry to furnish the manpower needed to Go the 
work of the Navy. In oréer to furnish this manpower 
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2 

intelligently it ie neceseary te understand whst the Nevy 
hes to do and just what the natures of the various Jobe are. 

TYhie ehapter will give e generel description of some 
of the jobe and types of Guty that have to be performed by 
the enlisted branch of the Hevy, and their relationship to 
the mission of the Navy. The neture of Bavy jobs will be 
discuesed under the following main eategories: (1) warships; 
(2) shore esteblishments; (3) other types of naval activi- 
ties; and (4) the Navy job. 

This general understanding of the nature of Navy 
jobs 1s necessury before the more specific purpose of this 
paper, which 1s job and billet analysis end classification, 


ean be properly understood. 


sarships 

& wsodern battleship, with o wartime strength of ap- 
proximately two thousané five hundred men, is in reality a 
floating community designed to fight, and ie self sufficient 
in all reepects for considerable periods of time. It pro- 
vices housing for its men and hase mess roome along with the 
xitehens, bakerles, refrigerated storage for perishable 
foods, and dry storage for nonperishable foods. Here, one 
mey aleo find a laundry, tailor shop, cobbler shop, store, 
sode fountein, and « post office. Recrestion facilities 
euch as movies, ilbreries, and chepei services are aiso pro- 


vided. Complete medicenl facilities including a hospital, 
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3 
dental clinic, and a pharmacy ere provided. in addition to 
the highly complex propulsion machinery and the shops re- 
quired to meinteain it, a bettleship generates its own elec- 
tricity for Light and power and its steem for heating, ané 
Gistills ite own fresh water. Elaborate communication 
fackiities including radio, telephones, and, sorietines, 
rediophote equinment are provided as well as many radar sets 
for navigetion, enemy detection, and directing gunfire. All 
of this is in addition to the complex armament which 1s the 
mein reeeon for a battleship's existence. The armement in- 
cludes ail types of guns from twenty-two caliber pistols to 
sixteen-inoh rifles, rockete, torpedoes, airplanes, and 
bombea, 

It 16 apparent thet it ile difficult to select any 
civilian trade that is not represented abosrd a medern bat~ 
tleship and, in addition, there are numerous purely sengoing 
and battle eceupationa that nave no counterpart ashore or in 
Civilian life. This enwe condition exists on all of the 
emaller shipe of the Navy such as carriers, cruisers, de- 
stroyers, submarines, transports, and supply ships, but to 
a leas and less extent as the ships decrease in size and 
complement. Most of the iteme listed above are provided on 
all ships but on the emaller ones one man may do seversl of 
the vericus jobs whereas on ae battleship one man gay do only 


a epecielized part of one job. 
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Shore Establishments 

The seagoing part of the Navy ia the part that actu- 
ally does the fighting but 1t requires eat lemet as lerge an 
organization ashore to support it. The shore establiehments 
of the Nevy sre much larger than most people realize. In 
peacetime there are approxigately as many neval personnel at 
shere establishments as there are afloat. In addition there 
are a large number of civilians employed at naval shore 
bases. 

Some of the major shore establishments are: the 
Navy Department at Washington, D. GC. with ite seven bureaus, 
the heedquarters of the sixteen districts and two river com- 
mands, shipyarde, elir stations, supply Gepots, hospitals, 
and nevel estetions. In addition there are many specialized 
eetivities such es the hydrographic office, naval observa- 
tory, treining schoole, model test baain, gun factory, and 
airplane feectory. 

All of these establishments need personnel to oper 
ate them and it ils obvious thet the range of jobs is extreme. 
The Navy neede men capable cf filling every conceivable type 
of job ranging from those requiring highly professionali 
ekilis, such as dectors, lawyers, engineers, and teachers; 
through the skilled tredes, such as cooks, machinists, and 
torpedomens and on down to the common laborer and sereman re- 


eruit. Seme of these jobs are filled by clviliana eané others 
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5 
are performed by warrent and commissioned officerea, but many 
of them sre filled by enlisted men and thie ies especially 


true in time of war. 


Other Types of Navel Aetivities 

In additicn to the seagoing Navy and the fixed shore 
establishments the Navy has other activities of a moblie or 
temporary nature. One example of this is the naval air com- 
meande such as fighter squadrons, carrier squadrons, lighter 
than air squedrons, and the Navel Air Transport Command. 
These are ususlly separete commands that may move from ship 
to ship or ship to stetion, but are not a permanent part of 
the ship or station to which they may be attached. 

Construction battelions are another example of auch 
unite. These sre organized unite of about one thousand of- 
ficers and men who are specialists in engineering and con- 
struction work and operate under the Sureau of Yards and 
boeke. They sre used to conetruct all types of naval faecili- 
ties overseas and maintein and operate them when they are 
finished. They are particulerly aetive and useful during 
wartime when meny new bases are required. 

Another type of naval aetivity is represented by the 
petroleum exploration unit which ia now operating in the 
vicinity of Point barrow, Alesina. Thie unit was formed to 
eeeroh for o11 in Alaska and will probebly be decommiseioned 


when this mission is completed. It 19 composed of officers 
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6 
and men, and some civiliens, who are experts in this type of 


Work. 


ibe Revy Job 

The broad nature of the nevel eatablishment has been 
outlined above. The nature of the varicue Navy jebs will 
now be examined more closely. In civilian employment, « man 
usually performe a single tesk or a weries of closely releted 
taskxe, repeating them day after day on a full~time basis. 
Thue, @« man is a milling machine operetor, a file clerk, an 
eye-ear-nose and throat doctor, a dairy farmer, or a vorker 
in some other vocetion or profession which le highly speciel- 
ized and epecific as to duties. Nowever, work in the Navy 
usually does not fall into so clear-sut a pattern. Wherever 
they may be, Navy aesignments involve militery es well ae 
technical obligations. That is, all men are expected to per- 
form such duties as standing security watohes or meintaining 
discipline, as required by thelr respective pay grades, re- 
gardless of what thelr naval ratings or oecupations might be. 
She taeke performeé by Navy men particulerly aboard ship 
freauently bear little or no relation to one another anc re- 
quire activity in widely separated fields. Te illustrate 
this more clearly the duties aboard a ehip will be discussed. 


Shipboard Duties 
& ship differr from a shore establishment in that it 
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{ 
hes a wider range of operating conditions, It may be berthed 
ina Navy yard with only *eold iron watehes* manned and with 
moet of ite crew on leave; or it may be steaming into combat 
with every man at his battle stetion. Between these extremes 
there are many stages of operation and resulting shipboard 
organizations. Sinee the erew of the enip at any one time is 
a Tixed number, the ship must meet the various funetions ex- 
peeted of it by having moet ef its orew performs aifferent 
duties with each Gifferent operation. Moreover, a ship must 
be prepared to operate with effieiency even if casusities 
eceur; this means that each tan muaet be able to perform, in 
addition to his own cuties, some of the duties of other men 
in order that he can substitute for them if need be. To 
designate the various duties to which men are assigned, ships 
prepare «hat Ls known as Watch, Quarter, and Station Bills. 
These are tubles or charts listing the various duty sesign- 
ments and sre posted in conspicuous places about the ship. 
Among the assignments commonly included in Watch, Quarter, 
ené Station Bllle are the following. 


Geners) Suarters Duties.~-When battle is isminent, 


a ship goes inte a condition which is known as “Generel Suar- 
ters,” in which all members of the crew man assigned stations 
to bring the ship to ite maximum fighting efficiency. Cn a 
Wateh, Guarter, and Stetion ELll, battle duties are usually 
listed as "Condition I." Theee duties may be listed 
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& 
separately from other duties in the bill. 

Vhen battle assignmente are made, the beet qualified 
men are assigned to the key stations in their respective de- 
partments. in nearly ali Gepartments except gunnery, there 
are gurplus men aVallable for assignment after key stations 
have been manned. These surplus men are aseigned to gun 
stations or to other duties not necessarily related to their 
usual technical duties. Thue, a yeoman may be assigned as a 
telephone talker, a radioman striker may serve on a gun sta- 
tion, ang a fireman may become a passer in an ammunition 
handling room. A man's battle duties may or may not, there~ 
fore, be related to the duties for which he has been primarily 
treined ané on the basis of which he has been aseigned to a 
ehip. 


Wateh Duties.--The work required to operate a ship 
or maintein it in « materiel condition of readiness for bat- 
tle continues in veacetime ate well as in time of war. The 
crew is divided into "Watehes" in order to distribute this 
work load, maintein a continuous wateh, and provide for the 
security of the ship. The wateh system offers a means of 
manning the ship either underway or at anchor so ea to mest 
the demande of militery necessity; nemely, that a etated per- 
centage of the armament can be seanned and thet the ship can 
get underway and operate in an emergenoy even theugh one or 


more watehes may be away from the ship on liberty. Normally, 
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men are assigned to duties on watch according to the training 
they have received. Thus, a radiomean 1s normally assigned 
a radio watch, a signalman a bridge watch, and 60 on. 

Sesignment to security watehes 1s not necessarily 
sarried cut on the basis of a man'e training or quaelifica- 
tions. These watches are primarily militery in neture, 
gince they are concerned with maintaining Giseipline, observ- 
ing rules for the prevention of fire, end similer recquire- 
ments. In this type of wateh a seaman might be assigned to 
duty as a sentry. 

A few petty officers may not be aesigned specific 
watehes, in order that they may be avallable on ¢ali. The 
Guties of such off-wateh personnel are the technical routine 


duties described below. 


Reutine Duties.--Each man aleo has certain routine 
Guties. For some men these duties may simply be the clean- 
ing of living compartmente or working spaces, in which event 
the routine duties recuire little previous training or skill. 
Such duties would norgally be assigned to seamen. For other 
men, however, the routine duties may involve maintenance of 
equipment or even highly eklliled repair work. Routine duties 
of this kind are alwsys olosely related to a man's teehnical 
ekxili and training. Thus, a chief gunner's gete will be re- 
sponsible for the maintenance and repair of all armament in 


the battery saesigned to him, or one of the mechinist's mates 
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10 
will be responsible for the repair of all the refrigeration 
ecuiument to which he is assigned. 





‘ | eo nn c ea.--In addition to 
es man's battle, wateh, and routine duties, he may be aasigned 
varioue miseelieneous or emergency Guties. For example, he 
fey man a perticuler etetion when e “especial sea detail" is 
set while entering or leaving port. He may have other sta- 
tions on Fire, Collision, or Hoarding Bille, respectively. 
Whatever their type, theee miscellaneous or emergency duties 
are likely to be related either to the military or teehnieal 
duties expected of him in his day to day life aboard the 
shin. 


gugtary 

The U. S. Navy is an extremely lerge organizetion and 
hae unite or activities distributed all over the world. It 
consists of many types of activities including fighting and 
supply ehipa at seas administrative headquarters, shipyards, 
air stations, and seheole ashore; and also of mobile unite 
auch «8 eirplane sauaérons and construction battalions. The 
Navy alse performs very specialized duties such as operating 
the neval observatory and exploring for 11 in northern 
Alaska. 

This buge Raval organization requiree personnel of 
all types to keep Lt operating efficientiy, from the highest 


professional epecialist down te the wunekilied laborer. All 
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Li 
imaginable sivilien professions, trades, and ekillea are re- 
quired, and in egdition many purely silitary and naval ekilis 
are needed. 

The average Navy job ie unique in that it ususily 
coneaiete of meny duties or jobs in addition to a specialty 
which each man acquires seon after he enters the service. 
the nature of these varloua jJohs change with changes in the 
conditions under which the ship or station may be cperating. 

The immense taek ef procuring, training, distributing, 
eng rating the personnel who perform the work of the Nevy 1a 
the responsibility of the Bureau of Faval Persennel. in 
order for this to be done intelligently and efficiently it 
Le necesesry that a great deal more be Known about all naval 
jova. In faet it is necegesary to know exactly what each man 
hee to do and then clasaify the various joba go that they 
can be readily identified. Fen then have to be trained and 
elageeified alse, se they can be preperly assigned to the 
jobs. The foliowing chapters will discuse billet anelyeis, 
ratings, ond job classification. 





CHAPTER I1 


BILLET ANALYSIS 


introdugetion 
Becauee the Navy is such a large organization and 


requires all imaginable types of work, it is necessary thet 
the personnel procurement, training, ané distribution be 
done tn an efficient and systematic manner. To do this re- 
guiree eg deteiled Knowledge of o11 the joba which have to be 
performed. This detailed job information is obtained by a 
process Known eas billet analysis, which ie a systematic pro- 
cedure of studying and reeording every detail of work per- 
formed in a particular billet or job. 

This ehapter will introduce billet analysis by defin- 
ing a few terme associated with the process and then deserib- 
ing the process iteelf. Industrial job analysis will be 
diseuseead briefly and compared with Mavy billet analysic. 

The purpose and uee of billet analysis will then be explained. 
This will be followed by outlining the development, the pres- 


ent statue, and the operaticn of the procesa. 


pefinitions 


in order to etudy billet analysia it ie# necessary te 
heve a clesr understanding of the basic terms task, jeb, and 
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billet. These are defined here fer the convenienas of the 


reader. 


TJask.--A teek is a single operation involved in the 
performance of work. Usually the work of any man consists 
of several tasks. Thus, a yeoman may perform several tasks, 
including typing deck logs, filing correspondence, or taking 
stenographiec records of s summary court-martial. Sisilerly, 
inepecting magezines Le but one tegk of a gunner's mate, and 
repairing a worn pump is but one of geversl tasks performed 


by ea machinist's mate. 


Job.--A Job is a recurring taek or a group of related 
taske performed freauentiy enough to constitute the basis 
for personnel actions, such ae training, ¢lassification, and 
detailing. Ordinarily a man's assignment will consist of a 
aingle Job, mace up of the mejor or significent teehniceal 
taske of his assignment, and collateral duties. However, it 
ia conceivable that some sesignments may include more than 


one neval job. 


Bijlet.--A billet may be defined as the eggregate of 
the job or jobs and tasks performed by any one worker in ¢ 
particular assignment. In civilian terms thie ie the defini- 
tion of a position. Thus « man'a billet usually coneists of 
the battle, watch, routine, emergency, and misecelianeousr 


duties that are aseignecd to him at any one time. ‘The rela 
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tionship of these duties is explained in Chapter I. In a 
shore establishment, a blilet may consist merely of tasks 
perfermed recurrently from day to day on a full-time bagis 
much like a job in civilian life. 

To further clarify the abeve definitions it should 
be emphasized that in the Navy e job ia concerned primarily 
with a man's technical tasks. These ere the tasks which he 
performs during his routine and watoh duties. His general 
quarters and other duties, as hse been pointed out in Chap- 
ter I, may or may not be closely related to these technical 
duties. SMoreover, the major or eignificant technical tagks 
in a billet are usually thoee thet involve the man's higheat 
ekille or responsibilities. For exemple, most ships have 
electrician's sates who specielize in the waintenance and 
reoeir of interior communications equipment. Although they 
tiny Go other less teehnical tesks at various times, their 
job is that of interior communicetions electrician. Simi- 
larly, most shins have a yeoman whose primary duty is to keep 
personnel recerds. Such a yeoman may have an important bet- 
tle stetion in the “combat information center" or in « fire 
control director and may even stsnd wateh on those stations; 
however, since he has been trained es a personnel yeoman and 
Was assigned to the ship ag such, the major and significant 
technical taska that determine his job are theee of ea per- 


aonnel yeoman. 
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Billet Analysis 
Billet analysis aa precticed in the U. 3S. Navy ie a 


syetematic procedure of studying and recording in detail ail 
the work performed in a perticular billet or job and ali 
other pertinent information whleh helps define exactly what 
the billet is and what the recuiremente sre for a man who is 
te fill it. The procedure is well etendardized anéd the men 
whe observe ang recerd the information are usually special~ 
iste who are well treineéd in this perticular field. However, 
the analysis can be made by the average officer if the in- 
structions are cerefully followed. ‘The observers actually 
vateh the man or men, in the billet which is under etudy, se 
they perform their verious tasks ond jobe, and record the 
regulte. Experienced men in the billet are interviewed con- 
cerning the probleme of their work snd the quelificetions 
necessary to perform then. 

An outline of the billet analysis sehedule form is 
¢hown by Table 1 on page 16. Eseh sehedule begine with a 
section of identification information, which includes the 
assigned rating, the billet title, the name and rating of 
the incumbent, the department and Givision in which the bil- 
let exists, and the seheduie number. The description of 
duties which followe is composed of a billet summary giving 
s concise statement of the duties at battle, cruising, and 


energency conditions and » etstement of teaaks which is a 
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Table 2 


oF Ae ok Shp Keb Seah a hd he we Td AEA a Pu : 


IDENTIFICATION INFORMATICN 


l. @ Assigned Rating: 
b. Billet Title: 
2. Names 
;° Hate of the Incumbent: 
- Classification: 
5. Ship: underway...in port... 
per 
Leese: 
Humber: 
6. Shore Station: 
‘em @% 
Location: 
Type: 
{. Department: 
» Division: 
9. Field Sehedule “Number: 


10. Anelyet: 
il. Date: 


DESCHIPTION OF DUTIZS 


1. Bhlllet Summary 
2. Statement of taake 


PERFORMANCE REQUIREMENTS 

1. Neeponeibility 

2. Special dob Knowledge and Skille 

é: Special Psychological Characteristics 
- Special Physical Charecteriatics 

5S Other Requirements 

HEALTH AND ACCIDENT HAZARDS 

DESCRIPTION OF DUTY STATIONS 

SQUIPMENT, MATERIALS AND GUPPLIES 


TECHNICAL TERMS AND NOMENCLATURE 
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detailed breakdown of the duties of the billet. The third 
major division of the schedule lists the performance recquire- 
ments, indicating the scope of responsibility of the inoun- 
bent ss well as the knowledge and skille ané the psychological 
ana physical charseteristics necessery for proper discharge 
ef the duties. The health and eccident hazards, a deserip- 
tion ef the duty atations, = list of the equipment, materials, 
end supplies with which the ineumbent worka, and definitions 
of technical terme and nomenclature complete the schedule. 

The statement of taska is very detailed end sonetines 
requires several pages to record. It is recorded in such a 
way that it ean be determined exactly what the incumbent has 
to Znew end be able to do. Sketches are sometiner exployed 
to explain details of the work. Yometimea checkoff liste 
thet are used by the incumbent in his regular duties are in- 
cluded in the report te help clarify the duties. In order to 
indicate the procedure in detell, an example of a typical 
bhilet analyeiLe is given delow. 


Sample Blllet Analysis 
The following is a complete billet analyele of the 
divigion bostewezin's billet on an attect transport, es actu- 
ally meade and reported by the Hureau of Naval Personnel. 


BILLET ANALYSIS SCREDULE 
BUREAU OF NAVAL PERSONNEL 


A. IDENTIFICATION IRPORBATION 
L. @ Agsigned Rating: e8Sle 


®. Billet Titles Divieion Boretewain Billet Ke. 1231 
2. Names; Liles, Level Eugene 1 monthe rervice 
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f" Reting of Ineumbent: 1c 
. Claasifiesntion: USK 
2° Ship underway end in port: APA §39 
. Shore Station: Ho 
{- Departweent: Gunnery 
- Division: First 
9. Schedule Ne. 2 
10. Anelyst: &. M. Yorthen, Lt. (jz) USNR 
ll. Bate: 1 Sept. 1944 


B. DESCRIPTION OF DUTIES 
1. B 





e 

G Muatere hie hateh party et #1 hatch 
anc takes hie station near the gear 
locker where he standa by to super- 
vise the repair of any hoisting geer 
which may be shot away in the en- 
counter. 

1A Ae Division beoatewein he aupervises 
the activities of forty-five men at 

the forware three hatches in removing 

sll the deek boate and the handling 

of sargo from the holde. 


Eaergency 
Fire ~- musters First Pivision on the port 
side of #1 hatch and stands by. 
Fire and Reecue ~ musters at quarters. 
Cellision - wmusters his heteh party at Go 
on the starboard side of #1 hatch. 
Abandon Ship - Aesigned to #1 life raft. 
Special Sea Detail 
Gives close eupervision to enchoring and 
docking procedures under the direction of 
the Ship's Boatewain or more often under 
the direstion of the Executive Office who 
either megephones from the bridge or has 
hia orders amplified from the bridge. 
vatohes 
Stande no watches but is responsible for 
seeing that P.O'a. and aesigned seamen on 
wateh liate report promptiy to relieve 
the wateh. 
in Port 
Assists the Chief in eleee supervision and 
aseignment of tasks in the First Division. 
Houtine Duties 
Has supervisory reeponsibility for the eweerp- 
ing, washing, end painting of the First 
Division area and for the maintenence of 
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clesniinese in the three forward troen 
holde aft ae far as the superstructure. 


LA 





ate Tpsk 
So Mustere his hatch party of fourteen men 


on the starboard side of hateh 41 (see 

Battle £111 spoented). 

(1) Is on @211 to aseist Repair Party. 

(2) Takes station near tool locker te 
gupply repesir gear ase needed. 





(3) Sap 


away! 
fs 
b. 
C. 


a. 


ervises the laying out on the 
chee of gear to replace any shot 


Svare whips 
Topping lifts 
Single-up hook and proper 


wrenches 
Splicing gear (fids and 
whipcing line) 





Supervises the activities of forty-five 
men at three hetches in the procedures 
of debarkation., 
(1) Bight LOV's and LCVP's are removed 
from the hatches. 
Sete up assignment and relief lists. 


Ro 


Supervises use of steadying lines 
to aseure? 
14 Slight strain at all times. 

1i Shift or fleet smartly on 
order of hatch captein. 

411 Mo overhend turns or belsys 
on cleats. 

iv Out frew under boat; inbeard 
44 all eargo going over- 
aide. 


- Stops winehes if wire fouls or 


becomes buried on drume. This 
occurs when cable is spooled onto 
drums without a strein on it (e.g. 
nost often in yard and stay hook- 
up) and then subsequently a heevy 
losd buries the whip in the 
loosely spooled ceble on the drum. 
Gable must be unspooled and 

Slight strein applied as respooled. 


. Aliowe no turns on the felis at 


any time. 

Natehes coordination of the men 
operating the guye#. Sees thet one 
relesees hig guy es repidiy as 
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the other snubs on the nigger 
head of hie winch and takes up 
en the other guy. Blocks break 
end lines pert when these guys 
pull agsinst each other. Usu~ 
ally 90% of atrain on blocks is 
from the poor management of the 
guys and 10% is from the weight 
being hoisted. 


(2) Unloading cargo. 
a. Personally supervises the appli- 





Cation of : to heavy and 
especial venicies, e.g. use of 
eprendere te prevent crushing of 
sides. 

Supervices the placing of tag 
lines on vehicles for guiding in- 
to and out of hatches. 


(3) Fellows prierity sheet on Debarkation 
Officer's clip board usually placed 
near hatch for reference in selection 
of gear to accompeny troops and gear 
to be readied for "on call" transpor- 
tation to the beach, 


Conditions 2 and 3 (day and night steaming): 
Stands no watches but is avsilable for prompt 
relief of watches. 


Es ergenoy 


Fire -—- musters division at the port side of 
hatch #1 and stands by for orders. 

Fire and Rescue - muastere eat querters. 
Collision - musters his hateh perty at GG 
station on the starboard side of foredeck. 
Abanden Ship - assigned to life raft #1. 


Routine Duties 


(1) Supervises all cleaning in the First 
Divieion according to the Cleaning 
Bill which is drawn up esch querter. 


in Fort 


(1) 


Kusteres and supervises working perties 
which wash, sweep and paint; wire 
brush eables slush cables and lines. 


Inapects to see thet alli boome are 


topped up. 
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(2) Inspects to see that borete are ready 
to come off hatches and go oversides 
hooks placed in hoisting rings with 
tripcing iine in right position; 
snubbere sre placed on gunweles of 
boata. 

Special Sea Detail 

(1) Supervises the preparation of the anchor. 
Anchor La usually prepared and dropped 
to the water's edge as the ehip comes 
into the harbor as a safety measure 
even though the ship is going to tie up 
at a G@ock. 

Procedure! 

a. Diseonnect anchor windlass from 
the lock. 

b. Place chein stoppers in position. 

ec. Check the brake to be sure it 
ia on. 

a. On word "let go" winch operator 
releases brake. 

@e. Pulls pin and tips pelicen hock 
on the chain. 

f. Order to let go includes number of 
fathome desired. The reé painted 
link indicates 15 fathome;s white 
30 fathoms; blue 45 fathome. 

g. Stand by to veer chain. 

(2) Supervises 19 men in forward seetion 
for handling mooring lines. (There ere 
three seetione, 56 men, assigned te man 
ell the lines which are numbered alcng 
the deck from bow to stern). 

e. Takes ordera from Executive Of~- 
ficer usually etetioned on the 
wing bridge and sees that these 
orders are executed, e.g. ae 
@ strain on number two," “sie 


one, oubl e-up two and three," 
"‘slace rat guarde on all lLinee.* 
CG. PERFORMANCE REQVUIREMERTS 


1. Responsibliity 


(1) As Division Boatewain he gives close super- 
visien to the performance of the personnel 
of the First Division. 

a. Makes muster reperte to division 
officers. 

b, Seiects working parties end liberty 
parties. 





ee ee ee ee 
et 





ec. Supervises the rotetion of essignmerte 
on winehes and steadying lines. 

&. Givee close personal supervision to 
Special Sea Detail, seetion of 19 men. 

(2) Kes nongupervisory reepensibliity for repair 
and replacement geer for hoiste. 

(3) Keeelives close supervision of the Ship's 
beatewein in handling of Speeial Sea Detail 
and oe gear. 

(i) Receives moderate supervision from the ai- 
vision officers and general supervision from 
the Firet Lieutenant in matters ef upkeep 
of area and of troop holds (repair of bunk 
bottoms and cleaning). 

(5) Receives close supervision of the txecutive 
Cfrfieer when the latter esurervises the 
“pedinl Sea Detail from the bridge. 





; Kn hi Yr holeting gear. 

Be Placement of swweee, sleds, salmon 
boards, nets, conling bags, spreaders, 
pallets, ete. 

b. Doubling up end singling up of tackle 
on holsete. 

Go. Repair anc replacement ef guya, top- 

ings, 8p aera whipe. 

- peration of winches. 

Use of ateadying lines. 

(2) Knowledge of ground tackle. 

®. Handling of sanehor winch. 

b. Operation of anchor winch. 

¢. Stowage and cleaning of chain. 

13} Knowledge and abiliity to uee mooring lines. 

) AbLLAty to supervise men and lead them. 

2. Sees jebse to be done in terms of 
number of men to perform the task. 

b>. Dietribates work on feilr bagis. 

e. Sees men's ooint ef view but insiste 
upon completion of the task and the 
coneervation of meterials and 
onantonh t 





w Generally ~— about "es vik years of sage to 
insure sufficient maturity 


HEALTH AND ACCIDENT RAZARDS 


1. Danger existe from felling ecrargo or gear due tos 
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(1) Pailure to set brakes on topping or whip. 

(2) Parting cf lines. 

(3) Overbalancing of loads due to awaying gear. 
2. Position exposed to enemy action. 


GESCRIPTION OF DUTY STATIONS 


iL. GQ station La forward of number one hateh in a 
semieheltered area near the everhang of the 
/38" gun tub. 

2. 1A station is open to enemy action on foredeck 
in general. 

3, Special Sea Deteil etation is forward of the gune 
on the bow. 


EQUIPMENT, MATERIALS AND SUPPLIES 


1. Equipment: 
Hoisting gear, chains, anchore, winches, bort- 
Gwain seats, stages, etraps, salmon boards, 
nets, ladders, pallets, cealing bage, general 
teoole such as meule and wrenches, pails, 
ecrapers, paint brushes, serving tocls, ganves 
tools. 

2. Materialia: 
Lines, cablea, Clamps, blocks, rags, grease, 
canvae, ohain. 

%. Supplies: 
Soap, sand paper, paint. 


TECHNICAL TERMS AND NOKENCLATURE 


1. Bouble up - run hoisting halyard from winch out 
to lead block near the end of the boom, down to 
block over hook, up through block ve hook of boom 
and Gown to make fast on block sbove 2. 

(Takes about 15 minutes to single up f 
double purchase and reverse). (See R ring item 6). 

2. Spanner - guy between upper ends of boome in yard 
and stay hookup. 

3, Straps ~ cable slings used to attach leates to 
heisting nook, sumetimes covered with canvas, 
sometimes kept spart with spreaders when there 
is danger of cable crushing load. 

u, Take a etrein - snub the line gently eo that 
line teutene. 

5. Topped up - at see booms remain in cradles or 
boom eretches, bat when unlosding or debarkation 
operations sre imminent, booms are raised by set~- 
ting whip brake, Gisengeging whip, engeging 
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topeing clutch end releasing topping brake; then 
pull baek on electric wineh (0.¢0.8., General 
Bleetric) control lever and topping halyard is 
ee in thereby raising end of boom out of 
cradle. 

6. pouble up moorings : Vie heaving line send bight 
to bollard on dock. 


This example of billet analysis clearly shewe the 
great amount of detailed work involved, and the masse of infer- 
mation thet le provided about the billet when the work is 


properly done. 





The analysis of jobs or billets is not new. It has 
been oracticed in ladustry for a long time. Inesmuch as the 
term billet, in the sense of a job, is peculiar to the mili- 
tary services, induetrial studies are referred te an job an- 
alysis, but the terme are practically synonymous. Frederick 
“%,. Taylor is eredited with first iatroeduecing job analysis un- 
Ger the term “ecientific management* soon after 1900.* 

The term "job anslysis"® hee two meanings Gepending 
upon the purrose fer which the study ia mede. One of there 
ie the crepsration of a job specificsticn for employment ané 
pay purpeses, and the other one has as ite purpose the in- 


provement an@ etendardization of the method of deing the 





Ly, >. HKavy Derartment, Bureau of Naval Fersonnel, 
bilLet An schedules for APA Enlisted Billets, Fart T, 
hevoers » pe. 6-9. Washington: Ceteber 1944. 
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25 
work.” Both of thase meanings wlll be disoussed driefly. 

The first maaning applies to the sore or i¢ss supsr~ 
ficial study of the work done and the conditions under which 
it is done; in order to determine what the Job aetualiy is, 
the conditions under whieh it is done, the qualifications re- 
quired of the worker te oe able to do the work setiasfactor- 
ily, and the relative emount of pay which the job deserves. 
The resulting information is summarized in a so-called "job 
specificetion,* which 1s used in seleoting from applicants 
for eaployment. The objective is to wake it poasible for 
the interviewer te more intelligentiy mateh an applicant's 
qualifications with the requirements of the job. The infor- 
mation ie also ueed for the purpose of job clasaifleation, 
whieh will be Giseussed in a later chapter. 

This firet meaning also applies te the analysis when 
4t is used for the purpose of jok evaluation or rating to 
determine pay rates. in this prevedure, jobs are ugusiliy 
evaiusted in terms of theracteriatics that set off respective 
groups from each other. There is no uniformity in the number 
or king of characteristics used. The number used may range 
from five or six to about « hundreé in extreme cases, How- 
ever, in modern practice relatively few cheracterisetics are 
uned, usually from five te ten. The following are exanples 


of some of the more common cnes: 


BAM 


PE ‘ 
Gwin KM. Aobinson, cust ee0 0 Prac- 
tice, «. 159. New York: MeBrew-lill Sook Co, a 
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1. Physical requirenents 

2. Mental requirements 

3. Learning time 

4, Responsibility for men, material, and equipment 

5. Working conditions including danger 

6. Judgment 
A pange of point velues is usually agesigned to the verious 
elements ané each Job is rated in necordance with this range 
depending uvon the importance of the particular element to 
the job. These points are then totaled and compared with the 
totals for other jobs to determine their relative value for 
pey and other purposes. in practice there are many details 
and refinemente to this basic system but the above outline 
serves to explain the principles involved. 

Job evaluation, in this sense, is practiced by all 
large industries. It 1¢ a valuable tool of management that 
contributes to both the workers' satiefaction and menage~ 
mente’ contrel in the following ways: 

A. Facilitates the settlement of controversies about 
relative wage rates. 

e. bhowe the reletive value of all jobs within the 
business. 

3. Forms a basis for comparing Jobs between different 
business houses or firms when the same system and 
etandards are used, 


bh. 6 6Faellitetes the eatablishment of the relative value 
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27 
of a new job. 
5S, Serves as a basis for wainteaining relative uni- 
formity of wages in different plents or houses owned 
by the same fira, though the actual wage levels may 
vary markedly. 

The second meaning of job analysis has as ite pur- 
pose, the improvement end standardization of the method of 
Going the work. This involves not so much describing the 
work ef 1t does dlesecting it. The first step in this kind 
of analyeits ila to determine whether the work is really neces- 
sary. If 1t esn be eliminated, no more time need be spent 
on it. One test of essentiality is te ask what would happen 
if this partloular work were Giscontinuead. Elimination of 
unnecessary work is the firet technical step in any improve- 
ment program. 

If the work is found to be necesasary, the next atep 
is to examine everything connected with the job, starting 
with the purpose of the work, the materials and equipment 
used, the conditions under which the work is done, and a 
minutely thoreugh sorutiny of the way it la done, often using 
time and motion enelysis as a Dackground. As a result of 
this detailed survey, several facts may be revealed: the 
Light mey be imacecuate or may come from the wrong direstion; 
the machine may be in poor condition or it may be obsolete; 
the material may net ceme in proper share to work on; the 


toole may be Gull, not acpropriate, or even lacking: the 
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worker may make many unnecessary motions, which may net only 
take up unprofitabiy epent time but elso tire him quickly; 
the work may net be arranged to beat adventage; the work 
place may be too high or too low; the seat, if any, may be 
too high, toe lew, not comfortable, or ill-adapted to the 
worker and the work. 

From a study of thie analysis the job ie improved 
wherever pragticsable, or an almost entirely new job may be 
synthesised, with appropriate materials, equipment, and 
toola, with as nearly ideal working conditions as soaesibie 
under the oirecumetances. The impreved job would uee a2 method 
whieh conteins no waste matione, no unnecessary effort, no 
strain, and which utilizea beth hends simultaneously wherever 
advantageous and possible, verything conaerned with the 
job is then stendserdized so that wherever this ssme work is 
te be done the standards established oan bet get up and ad- 
hered to, 


Billet anslyeie in the avy ie done for practically 
the seme basic reasons as job ansiysis in industry except 
thet It ie aot ueed baticaeily ae a method of determining 
pay. it is pesniblie, however, that it mey de used for this 
purpose in the future, There are seversi reasons for billet 
analysis in the Navy and they will be teken up seperately. 

A® in industry, the primary purpose of billet analya:e 
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is to define all Navy jobs and to determine the minisunm 
Qualifications demanded of the personnel who f111 them. Thies 
is the firet step in any effective personnel management pro- 
gram. Before naval personnel can be procured from civilian 
Life, the Navy suet know the billets for which they are 
being proeured and the minimum qualifications each candidate 
muet possess for satisfactory performance in the Job. Eefore 
the educational planning for each man is effected and train- 
ing schools are set up, the Navy must know the objective of 
the treining, and particularly the billet or types of billet 
which the graduates are to fill. Before naval personnel are 
distributed to the various operating commande, the bureau 
must know the number, types, and eatandards for each of the 
biilets to which they will be detailed. The ultimate goal 
of personnel management is to insure that the right person 
ie in the right place at the right time, and a complete 
knowledge of the jJoba and the qualificaeticne required ta 
fili them is the firet step in atteining this goal. This 
beeie information about Navy jebs and billets is cbtained 
from Billet Analysis Soheduies. ’ which are the recordings of 
the Various billets as enalyzea. 4n example of ene of these 
scheduies is given on page 17. 


Another purpose of billet analysis is to improve and 





i | 

An example is; U.5. Navy Department, Dureau of 
Naval rersonnel, Bijiet Analysis Sehedule for ArA Enlisted 
balizts, vert I, iNaveers 16155), Wasningten: Cet. 1944, 
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30 
atandardize the various biliets. When billet analyses were 
firat started it was found that there was a greet desl of 
difference in the organization of the personnel on different 
ehipa and in the particular jobs and taeke thet were assigned 
to any one billet. This was found to be true even for ships 
ef the same type. Another purpose of the work then became 
to determine an efficient organization for each type of ship 
and to determine « desireble combination of jobe and taske 
for each billet. This later developed into the problem ef 
determining these factors for new tynes of vessels which 
vere developed, such as the meny types of landing eraft. 

The resulte of this work are § 


enjistea Billets” for each type of ship, whieh list all the 
bhiletes and gives a description of each, together with etate- 





ments of the unausi rates assigned and the performance re~ 
eulrenents. When practicable these are developed by combin- 
ing the beat features of studies on several ships of the same 
type. Mormally typieel bille lieting battle, wateh, and 
routine dutlee sre alse ineluded. This results in more effi- 
cient billete and fewer of them so it is easier te train men 
for thes end distribute them once they ere trained. 

Diliet analyels is also used as a basie for determin- 


ing the qualifiestions for the various ratings and rates, 
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It Le necessary to constentliy study these qualificetions to 
insure that they accurately reflect changes in duties and 
akille brought about by current conditions end technological 
developments, and to increase the degree of epecialization 
of enlisted treining and thus reduce the everlapping between 
training for different ratinge. In developing these cuali- 
flestione s General Specification’ 1s prepared for each 
rating by combining 211 of the major requirements from each 
of the billet analysie schedules of billets normally filled 
by the rating under consideration. In doing this, #11 avail- 
able information is ueed ineluding billet schedules from ail 


types of ships and stations. The Eanuel of Qualifientions 
f ie then prepared from these gen- 





eral specifications. Ae the name implies this manual lists 
in detail the minimum qualifications for premotion to each 
rate or pay grade in each of the different ratings. 

Still another uee made of billet analyais is in the 
neval jeb claseification program, whieh ia @iscussed in Chap- 
ter IVY. Muok of the baaic information for this program is 
obtained through billet anelysis. The result of this work 








Con example is: re 3. oat hn aoe wares of 
Raval Personnel, Generali Spec) Lior ed 
(Ravpera 16472), Wash ngton: 


Vy. 3. Havy Department, Bureea ef Naval vergomel , 
Me us . 2 2 Uae 4, if cet ons +2 AGY i354 Ee CT} t + £4 Rg pd tid, 9 
Navoers 15062), Washington: 19) 











is the § 
describes ecwe eight hundred different Mavy jebe and assigns 
then esch a code number. billet analysis is sieo weeful in 
the prepvaretion of tables for the identifying of civilian 
jobe with equivalent Navy jobs. 

For these reasons it cen be seen thet billet analyeie 
is @ Very Important and fundamental procedure in the nevel 
personnel program, and that it must be used continueusiy in 
oréer to keep the information on Mavy Jobs and their quali- 
ficoatione wp to Gate. It la neceecsry that all reacetine 
billets be anslysed but it 1s even more lwportent thet thie 
work be cone and kept up te date for ell wartime billets, 
beeauge Lt Le mest valuable and necessary for rapid mobiii- 


zation and expansicn. 





Prior to World War II, some anelyses of jobs in the 
Navy had been made, but for the most part the work was hap- 
hazgerdly done and wes uncoordinated. Whatever was done was 
usuaily Gone by some ship or station in an attempt to solve 
some local problem. With the rapid expansion of the Navy 
reculting from the neceesities of World War II the need for 
such analgeis became quite apparent. In the serly part of 


the wer, analyses continued te be made locally by ships and 





ar Bm. Revy Department, Bureau of Raval ersonnel, 


ted Navy Job Clgesificetions, (Nevpers 15105), 
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stations and aleo by research groups empleyed by contract to 
conduct studies on specifle problems, such as the selection 
of gun crews or the seleotion of telephone talkers. Finally 
in the autumn of 1943, s eentrelized program of blllet analy- 
aie was eatadlished in the Bureau of Naval Personnel. Two 
steffa were organized, one to study the billets of enlisted 
men, and the other to stady officer billeta. Only the 
former will be dGiscuseed in this paper. Experta were ob- 
tained from industry end from educational institutions and 
they organized and atarted a sound ond efficient system of 
billet analysis for the Navy, and directed and coordinated 
sil auch work. Their miesion wes to completely analyze all 
of the various types of officer and enlisted military billets 
in both the peacetime and the wartime Navy. Ag hae been ex- 
plained above, thelr work finally involved much nore than 
this, but it was a atart on the tremendoue and urgent tesk. 

Obvieusly all of the work could not be accomplished 
at onee, @o work wast started on the soaet urgent problems 
first, auch as ahalyzing the mest eritiesal blllete or jobs, 
to describe the nature of these Joba, and determine the 
Cualifications required of the individuals who could f111 
them, A@ eutlined above this wae necessary #0 men could be 
recruited end trained for the jeba and retings. Another 
early ond urgent problem was the study of the billets and 
orgehizationa of the new types of ahips, such ae landing 


craft and APA'a, which were being developed rapidly during 
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tne war. This was neceesary to establish wilform ana effi- 
clent organizations for these important typer of vessels. 


Present Statue 

Altheugh a considerable amount of information was 
eollected on a number of jobs and ratings, and many ship-type 
specifications heve been published, estually the Navy is just 
starting on a systematic blllet analysis program. Many typee 
of ships and activities have not been studied at all. For 
many navel eecupations there is almoat no information avall- 
able and even for those retings which have been given the 
most attention the information on hand is limited. A begin- 
ning has been accomplished, however. ‘Some data pre avallable 
and, what is more important, techniques and methods have been 
developed and have been tested under setual operating condi- 
tions. Forecver there has been established a Billet and 
Qualificetions Research Vivieslon under the Reeeareh Activity 
in the Bureau of Maevel Yersennel whoee goal is to eventually 
heve a complete anelysiea cf every naval officer and enlieted 
billet in both the wartime and the peacetime Navy. This 
division ie new functioning in s post-war etatus with a 
gmnil but well trained eteaff of billet ané qualification 
analyate. The setting up of this organization ineures thet 


the work began during the war will be continued. 


Future Need 


St com be readily seen that the nature of billet 
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analysie is such that it is impossible to bring 1t to a 
definite conclusion or complete 1t. COnee completed an analy- 
aie must be maintained up to dete by revisions from tiae to 
tine to mest changing needs and conditions. As new equipment 
is developed and as new types of navel warfare are adopted, 
jobs will change and as such changes occur, complements, 
treining, and all other personnel programe must be modified 
aeeordingly. It is important to realize, therefore, that in 
e @ynemic Navy some sort of Job anelysias will continuously 
be neceasary. 

it is particularly important that billet analysis be 
conducted aggressively during peacetime, because it is in 
mobilization for rapid expansicn in time of war that the 
most valuable regulte of the work are derived. These bene- 
fits will not be available if the work is delayed until an 
emergency arises. It is also true thet, even if time per 
mitted 4t, analysis iso much more Giffieult to aceomplieh in 
vartine because the ships and the men are devoted te urgent 
military neceesities and are not as aVallable for such work. 
Durdag peacetime, however, 1t is much easier to give adequate 
time to rsseareh and to find shipe and aetivities evallabdble 
for any deeired etudies. If the posaibllities for peacetime 
research are properly realized, the Nevy can be prepared to 
expand ite personnel force to geet whatever emergency may be 
@expeeted of 1%. This cennet be over~emphagized for the sue- 


cere of Tuture mobilization may be Gireetliy dependent eon the 
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adequacy of our peacetime bilict studies. 





While the Biilet and Gualifications Researeh Divi- 
sion of the Research Activity in the Bureau of Naval Person- 
nel will be responsible for conducting a coordinated program 
of billet anelysis, it cannot be expected to do all the work 
itself. For one thing, ite steff is likely te be quite 
small. The suecess of whatever program may be adopted will, 
in all prebability, require the cooperation of ships and 
etations. 

It ie probable, also, thet ships and stations will 
continue to have lecal problece that they will have to solve 
on the basis of analyses which they conduct themseives. For 
such analyses, advice and teehnicel assistance will be freely 
given by the Bureau of Maval Pereennel. In return, the re- 
sulte of such resesreh should be submitted to the Bureau 
where they can be acded to ite estore of data on job analysis. 

Ships and stations will have a still further resvonsi- 
bility. Memely the validation of econelusions and recommenda~- 
tions mede by the Zureau. Even with the precautions taken 
to sseure the collection of objective data and the accurate 
interpretations of such data, it is poesible that errors or 
omiesions may occur. If se, 1t will be the reesponeibility 
of the ships and stations te cali such faulte to the atten- 


tion of the Bureau along with appropriate recommendations, 
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31 
which will be begged moat likely upon resulte of their own 
anelyelis. 

The everage Line officer will seldom be called upon 
to make @ biliet analyeis, but the completed analysis will 
be an invaluable source of information for hin. From it, he 
oan determine the nature of the jJob to be done, and the 
qualifications necessary for e man te carry on the jeb effeo- 
tively. Further, in the shipboard type of analysis, e com- 
plete Wateh, Guarter, and Station B1lll accompanies the analy- 
ais end this can be of great help to the officer either in 
preparing his own bill or in interpreting the b1il prepared 
by hie senior officers. Effeetive personnel control requires 
thet all offieere have a general knowledge of billet analysis 
and the reesons for it, as well e@ the uses that can be made 
of it. Thiea is necessary so they can intelligently utilize 
the technique to the fullest advantage, and thus improve 
their handiing and supervising of the men who are agsigned 
to then. 


SBBL LLY 


Beeauee the Reavy is such a large orgenizatien, 1% is 
necessary thet the pereonnel functions, such aa procurement, 
treining, en@ plecement, be done in an effielent and scien-~ 
tifie manner. This requires « detsaile@ knowledge of #11 the 
jobe that have te be performed and the qualifications of the 
men recuireé te fill the jobs. Thies information is obteined 
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by a process known as billet analysis which is « systenatic 
procedure of studying and recording every Geteil of work 
perforged in a particular billet or job and recording the 
gualifieations required by the men who fill] the jeb. The 
process ie long and tedious and must follow the procedure im- 
plicitly. It is usually perfermed by experte who have been 
trained for the work, but can also be accomplished by the 
averege officer if he follows the stendard instructions 
carefully. | 

Industry hea been praeticing job analysis in one 
form or another since sbout 1900 and hae been developing it 
ever since. The probleme in industry are practically the 
aome as thoge in the Bavy. However, the Nevy is larger then 
most industries and, therefore, requires this technicue fust 
that much more, One of the prinelple ueee made of job an- 
aiysis by industry is to eveluate the value of the jobs in 
terms of wages. This feature hae not yet been direetiy ap- 
plied in the Mavy but it is entirely possible that it may be 
in the future. 

The primary purpose of billet analysis ie to define 
ali Navy joba and determine the minimum quelificetione de- 
mended of the men who fili them. This information is abso- 
Llutely essential before sien can be preperly prooured, trained, 
and distributed to fill the various jobs or billets. Another 
purpose is to improve and standardise the billets and te 


establish them for new types of veesels. Analyeis is also 


elem ALI we eked, Ram ee LED ot Se etitels oe 
at Wee OPAL SO Oe we Mmewte) ee Steet of 4d mem! 
min 6 oie ee Te ee ee ee ere 





39 
useful in determining the qualifications for the various 
rates and ratings, end it is helpful in the Navy Jeb eclassi- 
fication progrem. 

A {little billet analysis was preeticed in the Navy 
before the last wer, but this wae usually in leolated eases 
where a ehip or station was trying to solve some local prob- 
lem. At the beginning of the wer 1% was reralized that bil- 
let snalysis was eesential and a definite program was started 
by the Bureau of Naval Fereonnel late in 1943. The most ur- 
gent work wae done but a great deal was left to be completed. 
in fact, the work will never be completed because billet 
analysis is ea continuous process. Once a billet is analyzed 
it has to be maintained and corrected from time to time for 
changes that are required beceuse of technological develop- 
ments or changes in the methode of conducting naval warfare. 

The work in billet enalysis ia mest fruitful when 
the Navy ia mobliising reeerves and civilians to rapidly ex- 
pend iteelf in times of emergency or war. In fact, without 
2 thorough knowledge of the nature of, ané the requiremente 
for, the many wartime billets it ie questionable if the 
Navy Gould expand ae fast ae will be neceesnry to success- 
fully wage any war thet may develop in the future. It is, 
therefore, absolutely eseential thet full advantage be taken 
of the poseibliities for peacetine research to provide all 
of the information on wartime and peacetime billets, eo thet 


the Navy will be prepared in the event thet mobilisation is 
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ever necessary. 

Ships and stations will be required to cooperate in 
the studies and to test and verify their results, Tt is 
importent that all officers have a general knowledge of the 
process of billet analysis and the reasone for 1t go they 
msy use it intelligentiy and alee aid in this work which is 
so essential to the Navy. 





CHAPTER IIL 


THE RATING STRUCTURE OF THE NAVY 


introguetion 
The men who do the work of the Navy differ in many 


respects. Some of them oan perform one kind of « job or 
trade such as cooking, and others do different kinds of 
work. Some are relatively young and inexperienced while 
ethers ere older and experienced in many situations end in 
lending ané handling men. It is obvicue that some kind of 
system isa necessary to identify these verioue traite of the 
different men, so that they can be resdily organized into ea 
working team with exch man being given the job and responsi- 
bility he cen handle the best. This identifying is done in 
the Navy by a eaystem of ratings, rates, and pay gredes which 
constitutes the rating structure of the Navy. 

This chapter will diecugs the rating structure of 
the Kavy. Some of the more commen terme will be defined 
first, then the rating structure will be explained and a few 
Semple ratinge will be deecribed. This will be followed by 
& Giseussion of rates, pay grades, ané special qualifications. 
The functione and uee of the aystem, and Lts relationship to 
complements and allowances wiil then be discussed. 

41 
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Refini tions 





In order to simplify this Gieecussion and to aid in 
underatanding it, the following terms are defined. Some of 
these were presented in the last chapter but sre liated 


again for convenience and review. 


Tagk.~-A task is a single eperation involved in the 
performance of work, Usually the work of any man consists 


of several tasks, 


Job.--A job is a recurring task or a group of fune- 
tionally related taske performed by a worker frequentiy 
enough to conetitute his full-time employment. 


Geoupgtion.--An occupation is a recurring job or a 
group of functionelly related jobs which, for classification 
purposes, it 1s expedient to designate by a name or titie. 


Bating.~-4A rating in the Navy's clasesificsetion sys- 
tea is the name given to an occupation which requires essen- 
tially the seme kind of aptitude, training, experience, 
knowledge, and skilla. 


Egte.--f rate la a pay grade claseification within 
e ececlfiec rating, refleeting levels of aptitude, training, 
experience, knowleige, skill, and responsibility. Thue, the 
rating of yeomen ig reducable to the rates of chief? yeoman; 


yeoman, first Gleas; yeoman, second claas: and yeoman, third 
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clase. 


Pay greage.--A pay grade is a classification applying 
to all enlisteé personnel in the Navy for the purpose of 
determining their pay. All the men within a given pay grade 
receive the esse basic compensation. There are elght pay 
grades in the Navy, ranging from one and one A on through 
seven. Fay grade one is that of a permanently appointed 
chief petty officer and pay grade seven is thet of a seaman 


reeruit. 


Any lerge activity involves a number of men working 
together to achieve certain gosis. Each man ie in a biliet 
and hae a certain number of taske to perform. The men are 
classified according to their ageigneente or the work they 
do. A given assignment mey require e men with scertein skills 
or knowledges or from a given occupation, Thus the setivity 
may need clerks, bookkeepers, storekeepers, machinists, or 
carventers. The various types of oceupatione needed group 
together to form what ia exlled an occupetionel structure. 

in the Navy the various ratinge needed te do the 
work form, a6 @ group, the rating structure ef the Navy. A 
Stucy of the Kavy rating structure involves e study of the 
skills and knowledgea grouped in each rate, the varicus 
recess necessary for esch rating, and cther factors. 


ino large aasenbly plant where because of the volume 
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of production e high degree of specialization is pesaible, 
the orgenizetion approaches that of a teek atructure rather 
than an occupational one. Kaeh worker doea one eimple task. 
As the volume of work decreases or ag the number of opera~- 
tions increases with a given emount of manpower, each indi- 
viduel must perform a larger number and greater variety of 
tesks and the etructure becomes more occupational in nature. 
This partially explains the reason for the recently developed 
aifferences in the peacetime and wartime rating atructure of 
the Navy, which will be discussed later. 

The rating atructure of the Navy is presented in 
éeteil in part D, Chapter 5, of the Bureau of Raval Person- 
nel Menual.* 4g it is subject to frequent revision to keep 
in step with the changing needa of the Navy, thia dlecusgsion 
of the matter will be general, rather than specific. In 
faet, a eomprehensive change in the rating straeture 1s being 
plenned as this ta being written to improve the ontire ¢sys- 
tes go it will better mest the neede of the Nety ee cdenon- 
6trated by the last war. The foliowing éeseription wili 
therefore apply to the new structure whieh is tentatively 
acheduled to go into effeet on 1] January, 194%. 

The new atructure consists of eleven groups of 


ratings grouped according to bread general funoticne invoived 





arts * Moos aes Surgau of Naval Fersennel, 
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or gecording to ehipboard organization. The names ef the 
groups, such «@ deck, ordnance, and construetion, roughly in- 
dicate the basis for classifiestion, Each group includes a 
number of functionally related or associated ratings. Table 
2 on page 46 lists the eleven groupe of ratings cnd also 
shows the number of ratings in each of three categories, 
whieh will now be explained. 

The new rating structure hae been made flexible ao 
that it can accommodate the needs of the Navy both in peace~ 
time and in war. During peacetime the General Service Bsting 
will preduce broadly qualified, well rounded, versatile per- 
sonnel who in time of emergency oan be sdvaneed to higher 
peeltiong cf responsibility and suthority. Vuring wartine 








the seme rating groupe will be divided inte a larger number 
1fB8, and some sedditional 
will be eatablished aleo. 








Thies emergenoy expangion in the number of ratings makes it 
much easier to find and train men for eny particular reting. 
Follewing a hationel emergency and a return to peacetine or-~ 
gonizetion, men in the narrow emergency service ratings wiil 
be reculred to qualify for the broader generel service ratings 
in order to be retained on ective duty. This will be facili- 
teted eince the general service ratings are directly related, 
occupetionally, to the emergeney service ratings. The rela~ 
tionehin between these three categories of ratings is ilius- 


trated in Table 3, on pages 47 and 46, whieh lists all of 
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WY 
the retings in the construction group. The relationship of 
the construction group to the entire rating structure is 
shown in Teble 2 on page 46, Theee two tablea give a gen- 
eral pieture of the rating etructure. 


Ratings 

Ag defined ebove an occupation is a class neme given 
to a group of jobs requiring common skills and knowledges. 
Thus the occupation of carpentering Le the neme given to the 
group of jobs requiring skill in woodworking and a knowledge 
of wood construction, cebinet making, end the like. Thie 
does not mean that all carpenters do the same job. It does 
indleate, however, that they have a general knowledge of all 
the tasks or jobe and can perform some of them with a good 
deal of skill. 

The Navy uses the term rating synonymously vith oe- 
cupation. In some instances the ekilis and knowledges re- 
quired to work in « Navy rating are similar to those ff a 
parelid@dcivilien occupation. Thie ise true of such technical 
cecupations ae sheet metal worker or maeohinist ae well as 
the maritime trades. 

The three new categories of ratings will now be de- 


fined in more detail. 


Ae.~~\ general seryise rating is 





ea peasetime or basic rating which eneeroagses a broad and 


comprehensive oocupational eres. In peacetine, thie is the 
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3° 
rating held by a man on active duty in the reguier avy. 
During a peried of national emergency and at a time to be 
determined, men in a general service rating will be changed 
to an appropriate smergenoy service rating. As an example 
& general service rate of construction e¢lectrician’s mate, 
firet clees, may be changed to construction electricians 
mete L, first class, whose qualifications are muck narrower 


and more specialized. 


Hmergengy Service Reting.--An emergency service 
rating is a rating in pay grades one to four inclusive, cov- 
ering an eecupational area narrower than that of the generel 
service rating and constituting a subdivision into which men 
of the general service rating will be channeled in time of 
national emergency. An emergency service rating permite nore 
apeelelinzation than the generel service rating and is de- 
signeé to make use of ecivilien skills and occupations with a 
einimum ef treining. Enlistmenta direetly into these ratings 
will be made in time of national ewergeney. Following de~- 
mobllization, men holding these ratings who wieh to remain in 
aetive duty in the reguler Reavy will be required to qualify in 
the related general service rating embracing the emergency 
service rating they held during the period of ewergency. The 
qualifications for these ratings are published for use when 
the emergency service retinge are placed inte effest and for 


the treining of reserviete holding these ratinge, both during 
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D4 
peccetine or during a period of national emergenoy. 


o2-AN exclueive 





emergency service rating 1s a rating in pay gredea one to 
four inclusive te be placed into use upon expansion to a war~ 
time bagia in order to make moet effective use cf civilian 
ekilis with an abeolute minimum of training. In pencetimne, 
the reting will not exiet in the regular Navy, the necessary 
functions of thia rating being performed by pergennel in the 
general eervice ratings as collateral duty. The qualifica- 
tions for theee ratings are publicned for use when the ex-~ 
cCluslve emergency service ratings are plseedé inte effect and 
for the training ef reserviate holding these ratings, voth 
Curing peacetine or during s period of nationel emergency. 
Examples of this rating are Tire fighter and ertist. 

A ypeview of Table 3 on peges 47 ané “6 may aid in 
understanding these definitions, and the relationehip be- 
tween the three kinds of ratings. 

Deseriptions snd qualificatione fer the verlous 


ratings are given in éetall in the Men 








typical ratings wili be described to further Lllustraete the 


above Gieoucsion. 
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Hoatewain's mates perform many types of deck duties 
ateard ship, including the maintenance of running 
rigging, stending rigging, ground tackle, davits, 
boat falls, canvas articles, fenders, mooring lines, 
and nete. Supervise operation and maintenance of 
shic's boats. Operate and maintain conetruction 
battalion equipment used in loading, unloading, 
gredging, and underwater construction. ‘Superrvice 
working parties and demage control parties. Act as 
members of gun crews. 

EMERGENCY SERVICE RATINGS 
Sogtevein's Nate G.--Perform deck duties aboard 
Ships. Supervise damage control and working parties. 
Act as members of gun crews. 
Sogtswain's Mate B.--Cperste and maintain all equip- 
ment used by constructicn battalions in cennestion 
with dredging, uncerwater conatruetion, and holeting 
and lewering of equipment. 
voatewein's Mate 3.--Operate derricks, eranes, 
winches, treetors, Lift trucka, and other equipment 
used in leading, unlosding, and stowing cargo by 


conéetruction battelion setivities. 





@ X,--Fabriente end pateoh shirboard 
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53 
canvas at ship repair activities. 
Bogtawain's Mate R.--flg cranes, booms, blocks, and 
tackle at ship repair activities. Splice menile 


and wire rope. 


INSTRUMENTMES (Group IV, Preeision Equipment) 

GENERAL SERVICE HATING 
Instrumentmen instsll, test, calibrate, overhsul, 
and repair mechanical inetrumente, such as weters, 
gages, office machines, watches, and elocks. (This 
dees not inelude chronometers, electronic devices, 
interlor communiertions equipment, or sireraft and 
optiesl1 ineatruments.) ¥erk from blueprints and 
schematic drawings; recondition instruments, and 
asiect anc set jewels in instruments, watehes, and 
clocks. Keep records of work done in repair shop; 
prepare requisitions for sgosre parts and supplies. 
Repair mechanical parts of elesctricel inatruments. 

RO RAGENGCY SERVICE RATINGS 
inatrumentmen W.--Nepair, clean, and adjuet watehes 
end clocks (except chronometers) used in the Navy. 
&Are ageigned ts repair ships and shore stations. 
instrumentmen ©.--Yaintain and repair typewriters 
and other offlee equipment at iarge shore installe- 


tions or aboerc tenders. 


instrumentgen i.--inetall, test, oalibrate, overhaul, 
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54 
and repair mechanical inetruments, such as meters, 
gages, and halrepring inetruments. Repair mechani- 
Gal parts of eleetricel] instruments. Are assigned 


to repair shins ané shore stations. 


YSOMEN (Group V, Administrative & Clerical) 

GENERAL SERVICE RATING 
Yeomen perform clericel and secretarial duties of 
all kinds on shipe and stations, ineluding typing, 
filing, operaticn of dupliceting equipment, and gen- 
erel office work; handie correspondence, prepare re- 
ports, and maintain necessary records and official 
publicstions. Act as reeordere for deck courts and 
as reporters for courte-martial. Personnel in 
nigher pey gredea qualify as stenographere. 

EXERGENCY SERVICE RATINGS 
Xeomen 7.~--Perform clerical duties of all Kinds on 
ahipsa and atetione, including typing, filing, opera- 
tion of duplicating equipment. and general office 
work; handle correspondence, prepare reports, ang 
Beintein necessary recorda and official publications, 
Aet as recorders for éeok courts. 
Yeomen 3.~-Texe dictation of eorrespondence, reports, 
courts-mertie] material, using a typewriter. “hen 
not employed as etenogravhere may perform gentral 


arffice work. 





oD 


(Group VII, Engineering & full) 
GENERAL SERVICE KATING 





Kachinist's mates operate and perform upkeep on 
mein steam engines (either reciprocating or turbine 
types) and auxiliary engine-room and boller-room 
equipment, such as pumps, compressors, Valves, oil 
purifiers, heat exchangers, governors, and reduc- 
tion gears. Maintain and make minor repairs to out- 
eide machinery, such as the steering engine, anchor 
windlass, ¢ranes, ¢levators, and winches. Operate, 
maintain, end repair refrigeration and sir 
conditioning equipment. Ferform duties on genera~ 
tion, stowage, and transfer of the follewing indus- 
trial gasees; oxygen, acetylene, carbon dioxidce, 
nitrogen, Aydrogen, and heliuns. 

EMEAGENCY SERVICE RATINGS 
Keohinist's Mates L.--Operate, maintain, and make 
operating repairs te main propulsion and suxiliery 
machinery of «team propelled vessels. 


R,~-Operete, maintain, and repair 





for generating and compreseing industrial gas and 


for charging compressed-gas containers. 
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BUILDERS (Group VIII, Conatruetion) 
GENERAL SERVICE RATING 

Builders construct, erect, maintain, and repair 
frame, timber, and cenerete structures, such as 
warehouses, hospitals, barracks, bridges, trestles, 
tonka, bulléings, wharves, ane ecofferdama. Perform 
such auxiliary operations ee shoring, underpinning, 
plLie jettying, @ayping, driving, and oribbing. 

Cperate sawmilla snd cabinet and carpenter shops. 

Hulld conerete forma, place reinforeing steel, and 

beteh mix, and place ccncrete in all types of strue- 

tures, including underwater installations. Direet 

Logging operations. 

EMEHGERCY SERVICE RATINGS 

EujlGers i..--wYork on Light eonstruetion, such as 

builldinge, warehouses, and hoapitaia. 

ban i.--WOrk on heavy Gonatruction, such aes 

wharves, Gocks, cofferdans, ang trestles. 

No examples of exelusive emergeney service ratings 
have been given because the detailed descriptions for these 
ratings are now being develcped and are not yet avaliable. 
The requiresente for these ratings will be very much like 
their civilian counterperte. 

i review of the gample ratinge lieted above revesils 


that the jobe grouped into «2 rating have common and related 
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Sf 
chergeoteristics. In determining whether certain jobs heve 
euffielently common characterietics te be grouped into a 
rating it ils necessary to consider several factorr, the more 
amportant of which are? 

1. Kind of training and experience required to perform 
the job. This faetor will indicete the skilis and 
knowledge required. 

2. Kiné of aptitudes required to perform the job. In- 
cluded are both physicsl characteristics and mental 
aptitudes. 

3. Kind of equipment operated, tools used, materials 
worked, or articles produced. 

i, Surroundings in which performence of Job occurs, in- 
cluding the administrative organization within which 
the job ils located. 

Oywdinarily, the firet two faetors--those concerning 
trsining, experience, and aptitudes-~--determine whether jobs 
are alike or unlike; therefore, they can be considered the 
most important fecters. however, there are oceasional jobs 
which may possess common factora but which are so different 
in working environment, toole cnd equipment ured, or materials 
worked with, thet they are better placed within é@ifferent 


ratings. 


Rates eng Pay Graces 


The men operating within the various ratinge in the 
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Hevy are compensated according to their ability and training. 
Retes of pay are regulated by Congrese and for the armed 
foreee sre grouped into what ere celled pay grades. Ali men 
within a given psy grade receive the same corpeneation. The 
highest pey grade for an enlisted man is pay grade one. 
That 18 the pay grade of a permanently appointed chief petty 
efficer. The lowest vey grede ie that of a seamen recruit, 
which 1s pay ernde seven. 

bnlisted personnel in pay grades one, two, three, 
and four are Known as petty offleers. Petty officers in pay 
g@rede one are chief petty officers and those in pay grades 
two, three, and four are petty officers first clases, second 
Class, and third class reepectively. The designations, 
ehlef, first clases, second class, and third class, are known 
as rates. Thue there is a direct relctionship between a 
petty officer's rate and his pay grade. Care should be 
taken net to confuee rate and rating. Rate is the olese of 
the petty officer, first, second, third, or chief, wheress 
rating is the name of hie occupation, such en machinist's 
mate, signalwan, or beatswain. Thus the rating of yeoman 
in¢ludes ell men of that occupation having the rates third 
slass, seeond ciass, fTiret clases, end chief. The reletion- 
hip of the pay grades to the rates and one category of non- 


rated men is shown in Teble 4 on the following page. 
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Table 4 
PAY GRADES OF NAVY ENLISTED KEN 
fay Grade Neate or Classification 
Chief Petty Officer (permanent appointment) 
4 Chief Petty Officer (acting appeintment) 


Petty Officer Piret Class 

Petty Officer Second Class 
Fetty Officer Third Class 

Searan 

Seaman Apprentice 

Seaman Reeruit 


“ON Hut HY 


specie Sualitications 
One of the purposes of the rating etructure isa to 


provide opoortunities whereby men may esrn promotion and 
increased pay se a result of learning more about and becoming 
more skilled in doing technical work within their respective 
ratings. There are, however, many jobe in the Ravy which, 
for one resson or another, cannot be assigned to any one 
rating, but must be performed by men of vericus ratings ae 
cOllaterel duties in addition to the normal duties ef their 
ratings. Such additional jobe involve a high degree of 
knowleége and skill, consequently a man is required to devote 
much time and effort before he is eble te perform them effi- 
clentiy. Beesuse of the extra time and effort required and 
because Lt Le necessary that the Nevy have avallable men 

with these extra akilis, an incentive has been established 

to encourage men to qualify for sueh jobs. This incentive 


ig@ a system of se-cealleé special qualifications, whieh 
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60 
provide specie] insignia and, in most instances, extra con- 
pensation for men who are qualified. 

The requirements for the various special qualifica- 
tions are set forth in part D, Chepter 5, of the BSuresu of 
ayad Pereonne) Kanuel.” in genersl they include: etations 
for which extra compensation is aliowed, akill requirements, 
knowledge requirements, special vhyaicel reculrements, 
length of time for which qualification is effective, eppor- 
tunities for requalifying perilodiceliy, and number of xen 
sillowed extre compensation. Same of the special jobs, which 
involve the use of arme and for which men may currently re- 
eelve extra compensation are: aviation gunner, gun crewman, 
gun rangefinder operator, gun director crewman, expert rifle- 
man, and expert pistol shot. In adéition there are other 
especial quelifications, including those for men qualified 
for duty aboard submarines, or for duty as divers, aviation 
vilets, welders, motion picture operators, or training 
instructors. 

Certain of theese special Qqualifiecntione, such es 
aviation pllote an@ diverse iavelve a very substantial in- 
crease in compensation. However, the requiremente for re- 
celving this extra pay are that a certain amount of the 


epeclel work actualiy be performed within specified pericds 








1 MH 


. S. Havy Department, Burecu of Naval Pereonnel, 
Durecu of Navel sersonnel Banuad» neviged, Washington: 
vovernment ¢rinting Office, i985. 
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and that the speelal qualifications be aesigned to the al- 
lowance of the commande to which the man is atteched. 





The rating atructure of the U. 5. Navy hea been out- 
lined above and reasons for its existence have been disecursed. 
Some ef the direct ways in which the rating structure is 
useé will now be teken up. 

It ie emphasized that, since a rating is a rather 
general occupational group, the only direet uses which can 
be mace of ratings must necesserily be genersl also, never- 
theleas, several of these general uees are very important, 


the chief ones among them are as follows: 


BReeruiting.~-By providing occupational sreeas within 
which men have an opoortunity to learn cecupations and to 
sdvanese in ekill, knowledge, responsibility, and pay, ratings 
recresent tangible neval careera. As much, they offer posi-~ 


tive inducements end motivation to votential naval recruits. 


iraining.--Ratings provide convenient elassifics- 
tions sround whieh to plen and organize training programs 
on the level cf basic or elementary treining for an occupsr- 
tion. Included in this type ef training are the Navy's 


clese *P" end class “A" aehoola., 


Promotion.~~-hatings provide a basis for afivancement 


in pey gerade #0 thet such advancement is baeed upon « man's 
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inereased usefulness to the Kevy within his own occupational 


Area. 


Adginistration.--Retings provide classifications and 
symbols for the taintenance of personnel records and the 
detignation of men whenever occupationel groups are adequate. 
Job elaseifieation, which will be discussed in the next chap- 
ter, assists in breaking this down to a finer degree. 


Korale.--ihrough the use of insignia and continual 
reference to thelr ratings, a peyehoiogicsl atisulus ie given 
to enlisted men. Suek recognition of the cistinetion of 
navel oecupations, by enhaneing the concept of a naval career, 
contributes to the morele and efficiency which are se essen- 
tial to the Savy. 

in addition to these direct uses of naval ratings, 
there are indirect uses that are also laportant. Thies is 
especially true of those uses Giscussed in the next shapter 


in which roetings sre supplemented by job classification. 


This diseuseion of ratings and the rating strueteure 
of the Navy would not be complete without an explanation of 
complements and allowencee. A ship's complement in ite man~ 
power budget expressed in terme of the number of men in ench 
rate and rating thet are deemed necessary to operate the 


shir. 
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Complements vary from ship to ship or among ship 
typea and classes in accordance with several factors, in- 
eluding: (1) stetions to be manneé during battle and wateh, 
(2) equipment to be operated, and (3) limitations ee to 
living space and weight as esteblished by the Bureeu of 
Ships. when these factors are translated into terms of rat~- 
ings, pay gradea, and eventualiy job classifications, the 
resulting complement becomes the basia of personnel actions 
for the ship. The ship will organize ite men into divisions 
end wateh sedtions in accordance with the complement and men 
will be detailed to the ship and transferred from it in ae- 
cordance with the complement ac modified by the current al- 
lowance for the ahip. 

Allowances represent the number of men in each rate 
end reting to be actually eseigned to a ship. VWherese com- 
plements are rélative tables, changing only as there are 
phyelos] modifications in the ships, allowances may vary 
from time to time in accordence with the sire of the naval 
forees. In wartime, complements may even be exceeded slightly 
for such purposes as training men to be subsequently trane- 
ferred to newly constructed ships. During peacetime, hew- 
ever, when battles sre not imminent and when the neval force 
is reduced, sllowances may be considerably below complements. 

SUBDSEY. 
The rating structure of the Navy consists of ratings, 


rates, and pay grades vhich reowughiy identify the abilities 
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and tralte of the verious men required to operate the complex 
Navy. This is necessary so the men can be readily organized 
into a smooth working teem with each man being given the job 
that he osn handle the beat. 

The Navy ie conetentiy revising and improving the 
rating structure to meet the continuously chenging needs of 
the service. Right now a major revieion is being plenned 
which will Ancorporate the many benefits which Werld War II 
demonstrated to be desirable. The details of this revision 
have alreséy been announced in preparation for making it 
effective on 1 January 1946. 

The new rating structure groupa the ratings into 
eleven groups whieh were determined by the broad functions 
invelved or the shipboard orgsnization. It has alee been 
mafie much more flexible go it can accommodate the needs of 
the Ravy both in peacetime and in war. During peacetine 
there will be fewer broad ratings, each of whieh will cover 
meny teske ang jobs. In wartime the number of retings will 
be wore specialized and egree more clscseely with similar 
@ivilian jobe thet may exist. This will Pacilitete the 
utilieantion of civilian experlence and the training cf men 
for a given rate. It also fits the wertine orgenization of 
the Nevy mach better as there ere many more men te perform 
epproximately the aame number of taeke. 

The new categories cf ratings are: the General Sery- 


ice Hating which is » broed pencetine rating held be all men 
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en ative duty in the reguler Navy in peacetime; the =mer- 
geney Service Rating which 1s much more specialised end is 
made by Gividing the general service rating into severe] 
apecial service ratings; the Exclusive Emergency Service 
Rating, whieh is a wartime rating designed to make the most 
effective uee of civilian skilie with a winimam of training. 

mach rating is divided up into rates for the purpose 
of identifying various degrees of ability and training, and 
for the purpose of paying the men, There are seven pay 
greéces in the enlisted branch of the Navy and exeh one cor- 
respende to an equivalent rate or classification. In addi- 
tion te ratings the Kavy had a system of special qualifica- 
tions for the purpose of identifying men who are qualified 
to perform some special task or job which because of its 
general or special nature does not fit weli inte any particu- 
ler rating. ‘The special qualifications are indicated by ep- 
propriate ineignia and mest of them give the men who hold 
thea extre compensation. In some casee, auch ae diverge and 
aviation pllote, this extra compensaticn is very gubstantial. 

The rating structure is very important in the proper 
edminietration ef personne] in the Navy and is used in 
neeriy ali phages of this work ineludings reeruiting, train- 
ing, Giatribution, promotion, and building merale. 1% is 
important thet every officer and prospective officer heve a 


therough knowledges of the rating etruecture and its uses. 
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CHAPTER IV 


JOB CLASSIFICATION 


introduction 
The last chapter Gilecussed the rating structure of 


the Kavy and explained how ratinge and ratea are ueed to 
roughly classify men according to their abilities and train- 
ing. in the old Navy this precedure wae adequate, but ail 
the teehnologies1 Gevelopments that heve been made recentiy 
have made the work of the Navy so complex that a great deal 
of epeclelization ia necessary in order to perform it effi- 
elentiy. This speelalizsticn naturally requires a great 
many more Gifferent jobe than wae necessary under the o14 
Navy. In order to make the traditional rating structure suf- 
ficiently selective for the efficient training and detailing 
of men on the higher and more specialized levels, it hes been 
supplemented by a syetem of Navy jJeb claseification to iden~- 
tify individual jobs. This has become an important part of 
naval personnel work and a navel jeb claseification cede 
aumber ia now a part of every man's service recoré. 

This chapter will introduce and deseribe the Nevy 
jet @Qlassificeation codes and will also outline the job clagsi- 
fying system useé by industry and explain how the Navy makes 
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67 
wae of it. The epplicaticn of the system will ve expleined 
and the chapter will be concluded with ea Giecussion of the 
present davelouments and preblems still to be seccomplished 
in job ecles#ification in the avy. 


The Wavy Job classification system assignee a standard 
title end a five-digit mamerioal code to each of the hundreda 
of specialised jebe performed by enlisted personnel on ail 
the shine ané stations throughout the Savy. This syatem is 
intended to sontribute to the more refined Getailing cf per~ 
sonnel in terme of individual skilis and the recquiremente of 
jobe to be filled. For this purpose the traditicnel rating 
structure, which was deseribed in the last chapter, has 
proven to be inadequete. The complexity of machinery end 
operations ef the modern Navy hes made necessary the develop~ 
ment of this mere comprehensive and flexible job claselfica- 
tion system, under whieh every enlisted man ia sazigned « 
title and eede indieative of the Navy job which he le test 
qguealified te perform. The Bb 


aifieations® is the working menual which deseribes some 





eight hundred different Ravy jobs and aselgne them each a 
eode number. This manuel also gives other details ef the 


system and expleine how to use it. 
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Basic Elements of the System 
Bevy Job Definitions.--Accompanying each job Listed 
in the job eclessification system 16 «a brief definition of 
the job. Thia Gefinition te not a complete analysis cf all 
the teeks involved, but it ls intended to indicate those 
eienificant aspects of each Job which make it @ifferent from 


ail others. 


Reavy Job Title.--Zach classified job has been aa- 
signed » speelifie job title. Offieial abbreviations have 
been wade for some of the titles when practicsble. in ail 
reoorde end communicatione where job titles are ueed, the 
standard of flelal abbrevistion may be used. It is important 
thet they be used exactly as given in the manual and that no 


other abbreviations be made or used, 


Navy Job Code.-~-ach job ie assigned a five-digit 
number, This le the Navy jeb code. Whenever the Navy job 
title is used, the Navy job code is also used. However, in 
some reports and tabulated reeordsa, the Navy job cede mey 
be used without the titie. Since gome of the job titles 
have severel different cede numbers to show specialization 
in certain combinations of equipment, it Le lapertant to 
niwaya record the correct code number and to record it 


accurately. 


vice Type Code.~-The service type code is a 
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system of two-digit numbers which identify the major types 
of Navy ships and shore activities. The function of thie 
code is te identify the type of activity in which each man 
aecuired the Navy ekille indicated by the Job title and 
code assigned to him. ‘ome exetples of service tyre cedes 
ere given in Table 5 on this page. 


Table 5 
EXAMPLES OF SERVICE TYPR CODES 





O1......Carrier Type Adrorsft (Casu, CacuF, CasD) 
15......Armed Guard 

20..... Abperaft Carrier (CV end CVB) 
22,..+.-Battleshio (88) and Large Craiser (CB) 
29..e0--Submarine (58) (iineLaying Submarine (S») 
4O......oaphtal Shi mp wae 

"Sepa gS p ey 

eetere Navy Yard 

deseeschaval Prisons 

deoecs el i @LG Construction Unite and Activities 
Qee.e -lOpots, Storehouses, Stores and Supplies 
SG eeu HiBCellaneous 


Beajor Job Groupgs.--All Navy jobs are organised into 
nine basie major job groups with further breskdowne within 
each group. These major job greups with their cede numbers 
are liste@ in Table 6 on the following page. 


Examples of Clagseified Jobs 
The Manus? of J tec Navy Job Cis ssiftentions~ 
Lists some eight hundred different jobs whiah have been 
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Table 6 
MAJOR NAVY JOB GROUPS AND CODE NUMBERS 





10000-25599 Seamanship 


Ordnance 
2000-2 $355 Llestronics 
cone Engineering and Repeir 
eoeo4 293 Metal Yorking, Construction, & Utilities 


j Aviation 

70000-7089 99 Administrative and Clerical 

60000-89995 Technical and Miscellaneous 

JOO00-99999 HKedical 
ciassified. A few of them will be given here as samples of 
typleal jobs, It will be note@ that each job hae a job sods 
or number, a job title, a definition of the jcb, and some- 
times an ebbreviated title whenever abbreviation ie permis-~ 


sible. 


(Qu Supv) 


Performs sll duties of quertermester watch stander 





and, in addition, ie qualified to supervise other quar~ 


termasters as quartermaster of the vatoh on a large 
BHD. 


sUARPERMASTER BATCH 





STANDER (OM Wateh Stender) 
Under supervision, performs sll ordinary duties of 
guartermaster operating with the fleet; acote ae helme- 
man, otende after steering wateh, maker log entries, 
takes end plots beerings, interprets bouys, channel 


markers, and Vieusl signals, and tekes soundings; winde 


et que niin —_ 
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{i 
end gets chronometers. May corrett charte end publica- 
tions. ise femilisr with the purpose and use of all 
navigation instruments. May inetruct etrikers and scot 


age Quartermaster of the watoh. 


LO GUARTERBASTER, EASIC (GM, Beate) 
This clageification is for rated or non-rated men, 





including atrikere, who perform routine or begsic cuar~ 
termaster @uties and who are not fully quelified for a 
epeelealized classification. Graduates of clase “Aa* Gy 
school who have hed neo significant experilenes should be 
agelened this ciassification. 
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G, Routine Main 


nder supervision, runs routine checke and teats on 
fire sontrol oirsuite and equipment, end operates equip- 
ment at general quarters; performe routine eleetricel 
and mechanical repeirs under general eupervision, such — 
at replacing ineulation, replacing brushes in elestria 
rotors, replacing simple perte in lesa computing sights, 
and making simple edjustmenta to eynenre systems. Mey 
senist with major repairs of equipment in the eepacity 
of Learner and helper. 

Aeeign e¢leesification ende below depending upen type 
of direstor eystem on which primarily qualified: 

LiSlL BR 37 Director Syetern 

A4i51l2 Kk 33 Director System 
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115135 wk 55 Director Syeter 
11521 Mk 34, Kk 38, or Mk 54 Director system 
11526 Obsolete (Mk 32 Direetor System or Below) 
11531 Hk 52, WK S57, or Kk 63 Director System 
41532 Sk 51 Director 








24230 





Receives anc transmits radio messages on various 
types of clreuits mborrd ehip or at a shore stations 
tunes ecuipment and adjueseta centrols for volume and 
clarity; receives Internaticnal Meree Code or volee over 
hendphone, and types nesaages in either plein language 
or code greups; trenemite mersages by Volece or key; 
keeps accurrte circuit loge. May degiphker or encipher 
headings and ¢@¢cll signe. 


& & GHADING FOREMAN 

Supervises earth moving work involved in the con- 
struotion of such utilities as sewer and water ilnes, 
ronda, airfields, builiding excavations, and under water 
excavations. May use level and trensit to make epot 


surveys. 


me b 
ie, 





(Aiperart Ketel Wkr, 
A&R) 


in adéltion te dutlee performed by Aireraft Metal 


yorker, Line Meintenance, makes major metal repairs in 
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A&R shop, such e@ reconstructing badly damaged fuselage, 
wings, @levetors, hatehes, cowling, bomb bay doors, and 
enpennages; lays out, fabrieates, and carries through to 
completion the assembly end installation of large seo- 
tions of eirplane. May check alignment of reconstructed 
plane with plumb lines and other devices. May perforn 
welding taske. 


YEOMAN ADAINISTRATIVE (Yeoman, Adm) 
Performs responsible clerical and stenographic 





dutiee involving comprehensive knowledge of navel cor- 
resoondence, the Nevy fliing system, navel organizetion, 
Neval courte and veoards, neval personnel procedures and 
records, and reports and publicetione in general. Must 
be able to take dletation at a minimure rate of eighty 
words a minute. Usually acquires the necesrery cuali- 
ficetione as a fleg yeoman or a Captain's yeoman, or as 
en Executive Officer's yeoman on a lerge ship. 
Altogether some eight hundred jobe heve been identi- 
fied. Some of them, such as the quartermaster samples given 
above, are representative of seageing jobe that may be de~ 
fined rather broadly. The Job, “Guertermaster, Bagic,” Le 
typheal of jobs that identify strikers or men of lew skill 
Level in various ratings. Cther jobs, auch ae *Pire Sontrol-~ 
man, Routine Maintenance,* identify men of an advaneea and 
highly epecislized skill level, It wil be nete@ thet thie 


job title earries eeverrs1 ecde numbers each ef which 
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identifies a special type of fire control equipment on which 
the man ie especially qualified. An important feature of 
the clessificetion system is that 1% is flexible so that new 
jobs may be readily added and old ones chenged as necessary 
to meet the chenging needs of the service. The manual con-~ 
taihs inatruetions on how to obtain s code, title, and de- 
seriction of jobs which are not listed in it. 


ingugtrigi Job Classification 

Job classification ef some kind has been used in in- 
dustry for a long time. It first started in each small or 
geniantien and then spread to groupe of organizeticna in 
ecoh type of industry. It then became used by all indus- 
tries and activities throughout the nation, but in a leose 
and uncoordinated manner. Finally about 1933 the U. 3, Em- 
ployment Service, under the Department of Labor, began work- 
ing on a projeet to develop ea nationally applicable syetem 
of eceupational claesifieation. Hy 1934 e temporary list 
of occupational titles with cede numbers had been prepared 
and were used for statistical reporting. By 1936 the Occu~ 
mations) Titles ane Sodes for use in Publio Employment Of- 
fiees was published. This book contained a fairly compre- 
hensive list of occupations end eote numbers, but wae recog- 


nized to be inadequate in seversl respeete. Finally in 1939 


the Dictionary of Oceupationsl Titles’ was published. It, 
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aleng with ite latest supplement, le the besie fer all in- 
dustrial job slaseification in the United States today. 

g contains job 
éefinitione for over seventeen thousand separate jobs. 

These are aleo known by over twelve thougand alternate titles, 
whieb bringe the totel number of defined titles to over nine- 
teen thousend, There are some seven thousand separate code 
numbers whieh represent these tities. The emeller number of 
eace numbers Le due te the fact that some of the code numbere 


represent severe] titles. The letest Digtionary of Ceeune- 


Hone) Tates Supplement’ adda over eix thousand edditional 
definitions and more than two thouscnd new gode numbers to 


the origins] work, end there wili be sedditional inereases 


4 





from time to time. 

The cleesifiesation strueture of the Dietieary has 
been worked out on a eyatematic basie. very digit in each 
code number inticater something of the nature of the oecups- 
tion eyabolized. The oecupaticne in the blietlonsry ere 
first €ivicet into broed groupe or categories on the beais 
of thelr over~all nature, The cesupations in each of these 


grouce in turm cre subdivided a number of times inte 








wi. Se me Oen of Nanpower Utliblerxtion, AoA AE 
FT eter k STG » Bal tion itt, waez Lng ton: 
Governnent Printing Office, 1946, 


| >t ethonery of Oecupational Titles, op. sit. 





x 
“pietionary of Ceeupationel Titles Sunplement, Op. git. 


Leggy ctrnitt me ae 
: : 
~t\es oJ -thivi | O. wee Os tee de: 

the ge le eT (em bine et % meri: 





76 

progressively more limited groups of ecoupstiong. The finer 
the gsubdivisicn, end eonsecuentiy the more limited the group, 
the higher the degree cf occupational similarity between the 
sesupations in the aubdivision. The first digits ef the 
code numbers ahow the broed oecupationel groups; each suc- 
ceasive digit showe progressively more limited groups, and 
econscauently oloter oecupationsal relationships. In ether 
worés, sil eodee with the aame first digit represent oeccupa- 
tions that heve certain generel charecteristies in common; 
ell codes with the same firet three digite represent occupa- 
tions thet have a great many characteristics in common: all] 
codes with the eame first four digits represent occupations 
with still more characteristics in common. When all but the 
laet @igit are the same the jobs are very similar except for 
gome s@all detail, which is indleated by the last digit. 
Table 7 on pege 77 showa the major occupational groups and 
the first digite of their codes. | 

Complete eode number of skilled and semiskilled oe- 
eupationsa are elx digits in length. All others ere five 
Gigits in length. The code numbers are vritten with a hyphen . 
between the first and eecond digite and a decimal point be- 
tween the third and fourth digit. Examplee are: 6-306.3706 
end 2-29.62. <A couple of examples of job descriptions are 


given on the followlng page. 
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Table 7 


KAJOR GCCUPATIONAL GROUPS 
IN THE DICTIGNARY OF OCCUPATIONAL TITLES 


First Digit 





Onecvscee PYOTeRSLONAl and Managerial pomnaihien 

LecaeoeessSlLerical and Sales tions 

Seow wee es AGKICULtUYrAl, Fishery, Forestry, and 
Xinéred Cecupations 





% & S....2-.9kil Lea tions 
: & siping! 
& 


aeecee ce UNSKilled Oecupations 


| c , (Ppofeas., & Kin.) 
0-64.60 Phoetegraphs the tovography of the ground from the 





air, and from such photographs prepares or revises topo- 


greohical mape. 


Giger Box Bepoirwan (Ciger Box) 6-39.216 Replaces 
breken or damaged sections of ciger boxes with new sections; 
examines imperfect boxes for extent and location of demage; 
knocks demaged ¢eetion from bex with light hemmer, and re- 
movee nails with nell puller; seleots new section of box 
from stock, fits seetion to box, and nalle securely and 
neatly te bex with hammer; emeooths edges of new secticn with 
henmG plane. 

The Navy uses these @ivilian oceupstional oodes to 
record the civilian eccupational experience of all enlisted 
nen when they first enter the Navy. The eede is entered in 


2 gpece provided on page 4A of the enlisted man's service 
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7& 
recor. The man's civilian job title and a brief deserip- 
tion of hie experience is filled in on page 48 of his reeord. 
This information then becomes a permanent part of each men's 
recom and ia useful in further treining and ceteiling of 
men to their naval assignments er billete. 


AupbLeation of Navy Job Classification 

All enlisted men are now given a Navy job title and 
coe end a service type code. The Job title and code as- 
signed to a man indieste the higheet level of naval duties 
which he 1s8 qualified to perform. They are assigned to each 
nan atrictly on the basis of his Navy skills, regardless of 
wheat rating or pay grade he may have. In this way men ere 
properly classified even though their highest cualifications 
are outeide of their actual rating. if « man ie qualified 
in severe] jobe this ie indicated on hie record, but the 
higheet level jeb is the one that is alwaye urged with his 
rating and rate for statistics purposes. Cisneelfleations 
are Ooriginelly assigned to men by clacsifiestion offices or 
by the commands to whien they ere atteched. It is the duty 
of the commands to repert changes in thelr men's claseifica- 
tions whenever new abilities are sequired by then. The job 
codes and service type codet are pertioulesrily weli adapted 
fer use in the punched eard system of mechine record keeping. 

in Chapter Ili it waa peinted out that ratinge are 


useful wherever accupation is the level of clessification 
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19 
thet is setisfeetory. Fer uses requiring distinctions finer 
than oecupations, however, ratings muat be supplemented by 
edditionel information. It is in eupplying this supplemen- 
tary information that Kavy job clagsifieations have their 
primary application. HKatinge are valuable when men in en 
ocoupeation are considered as a group, but must be supple- 
mented by Job classifications when men are to be considered 
on the basis of their individual ekilie and abilities. 
Among the ehLef funetions in which ratings sust be supple~ 
mented by job claesifiestione ere the following: 





omplements, Allowances, and Blilets.--Complements, 
ellowances, and billets are outlines of menpower neede for 
ships end aetivities. These neede cennot be preperiy indi- 
eated without the use of job classifications. Frior te the 
develooment of job classificatione, ratings were the beet 
clasesifiestions available. it is expeeted, however, that 
complements, allowances, and billets will in the future in- 


corporate the use of job classification. 


Juty.--~The classification 





of men for duty involves classificetion on the basis of 
their aptitudes, treining, end experience. PDuring ¥orld War 
Ii, Glaesifiestion centere developed many techniques of in- 
terviewing eané record keeping. The Navy job claseifioertion 


structure ie the culmination of these efforts. 
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betailing.--Detelling is the function of assigning 
men to duty and includes assignment to further training ae 
well age assignment te ships and etationa. When complenente 
and ellewanees ere in terms of apecifie job needs and when 
men heve been slas2sified on the basie of job quslifientions, 
detelling becomes a matter of matehing men with Jobe. 


Adveneeg Treining.--Llementary training mey weil be 
orgenizced on the basis ef occupations; however, advanced 
treining needs to be more apecialized. In many instances 
this sepecislization may be achieved by organising euch trein- 
ing srouné Navy jobe. 





Some elght hundred seoarate Kavy jobs have been fe~ 
fined end coded end more are belng added to this list con- 
tinuously. The J. 5S. Department ef Laber is now in the proe- 
cese of preosring a new edition of the Digtionary of Oeeune- 
tional Titiea and is planning to Inelude the Havy job elasei- 
fieation system and the Army job classification system ae an 
appendix. The Army has a similar system of job classifice- 
tion wheee detalles differ from both the Mevy and the indus- 
trial system. Combining the three systems in a single volume 
will be very helpfuls however, = such greater improvement 
could be made. 


Mavy job claseifieation and indvetrial job 
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Clasaification are both done for the same basic purpose. 
Thet is te define the jobs, give them specific titles, and 
code them in « syatenatic manner ao they can be easily ueed 
to classify jobs and indicate the qualifications of men re- 
quired to fill the jobs, Both systeme a2ccomplish this pur- 
pose within their exn field. However, the eading systene 
used are entirely different ond have absolutely no relation- 
ship to each other. For this reason, it is fortunate that 
the hyphen and decimal point in the industrial system code 
numbere res@ily Gistinguiesh it frem the simple five digit 
code number of the Navy system. A review of Table 6 on page 
7C will reveei thet in the Nevy system the major groupings, 
ae indiosted by the first digit of the oode number, are 
based upon the major divisions of occupations as found in 
the Navy. On the other hand, a survey of Table 7 on page 77 
ehowa thet in the industriel cystem the major groupings, 
whieh are algo indicated by the first digit of the eede num 
ber, are based on an entirely 6ifferent eystem which covers 
the entire civilian oecupationel fleld and many of the jobs 
found in the Nevy. 

inasmuch os the Nevy now uses both eysteme in ite 
personnel work ané in the event of encother emergency will 
undoubtedly make mueh sore use of the industriel system, it 
would be « tremendous advantage to both fields, but especi- 
nlliy to the Navy, if one system were used throughout the 


Navy and the induetrial world and all code numbers were 









7 = ’ Rie le ae —— — - j 
" ’ e one am 7 —S S Pa . 
ee 

sl a ne 


copays oa epee 
x . ere 


= 


_ s = J } 






















( is 
ee Se) ‘ o 
» ~ 7 we ceoen 
= , ”~ 5s diets eer 
_ ' aa | Suen 





eae Sm 


ont a We pr i oe 
aa oe 
ee ees 
Lim Yormymmem seahens Te heapen ae) ns See emer nme 
08 -BAOwtN (ASERGERE G8 We tok riety Meet S4be | hem be 
«ee fee ens OA) Ode Of amatrry Hemmiremrny — 6e Le » 
OM teeter Pete cote eee Gee ME ree OFF af Elie 


em@e ££ oe, 86 « bee Care ke! ot reams : y’ 


82 

interchangeable and had exactly the same meaning. Ase the 
industrial syater has more than ten times as many jobs de- 
fined and coded than the Navy hae, and ite basie coding sye~ 
ten le more eosiprehensive, it appears thet 1t may be prace- 
tical for the Navy jobs to be recorded under thet systen. 
thie possibility is suggested as a problem for further study. 
Thie suggestion elec enplies equally well te the Army eystem. 

& review of current personnel reports reveals that 
the job clasei fication is not being kept up to date for all 
enlisted men. Thia ie evidenoed by the fact that many high 
reted men sueh as chief end first clase vetty officers still 
carry bagie job ecodee which normally would be saesigned only 
to seamen recruits or seomen. While these outatanding exam- 
gles are not extremely commen they occur frequently enough 
to indicate thet the slaseification system ia not being car~ 
ried cut properly. It appears that some new system of report- 
ing changes in qualifications would be desirable. It might 
be praetical to recuire the review and reporting of a man's 
job code each cuarter when the quarterly marke are given, 
The eode number could be reported on the game card ae the 
quarterly marks in an apprepriate apace, This possibility 
dé siso suggested «8 a2 problem for further etudy. In order 
for the job classification system tea function properly and 
eerve ite ourpese it is obvious that it must be understecd, 


correctly used, end kept uc to date. 
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Submis ry, 

With the rapid expansion of the Navy in World War Ii 
and with the adoption of new technical equipment, training 
programs were speeded up and more attention was given to 
training men for specific jobe rather than for occupations. 
Alee it wes recognized thet certain clvilian skille and ex- 
perlence could be applied directly te certain naval jobe. 
in order to properly utilize these apecialized jobs and 
ekilis, it was neceseaary to identify them much sere epeoifi- 
cally then wae practical under the traditional Navy rating 
structure. It was for this purpose that the system of Navy 
job classification was established to supplement the rating 
structure. 

Navy job classification is a eystem which assigns a 
title, « brief definition, and a five digit code number to 
esoh of the hundred of jobs performed by enliated personnel 
on all the ships and statione throughout the Mavy. In addi-~- 
sion to his rating and pay grade, which indicate his ocoupa~ 
tion and genéral ekill level, each enlisted man has a job 
Cleseification which inéleetes the specific work fer which 
ne ie best aueliified. In addition to the five a@igit job eode 
he is seeilgned a two digit service type code which indicetes 
the type ef ship or activity where the man accuired the qual- 
Lfieetions for hie Navy job. This is dene becsuee 16 La 


helpfua to know whether a man wee trained at a sehool or 
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ateard ship, and if the latter, aboard what type of ship. 
The KManugl of Enlisted Nevy Jobo Classifiestions lists some 
eight hundred jobs along with their titles ané desoriptions, 
end exzplaina the use of the system. 

Job claseifiertion hae been preeticed by industry 
for s long time and a recent development in this field is 
the Lictionsry of Occupations: Sites whieh defines and elas~ 
eifies over twenty thousend seperate jobs end aseigne code 
numbers to them. This classification struoture ia very broad 
and comprehenelve and has been developed on a very syatemetic 
basie with provisions for additions whieh are constantly 
being made. The Navy usee thie system to record the civilien 
experience of men who enter the Navy. 

in practice each man 1s assigned a job title and 
sode number, along with a service type code number, in ao~ 
cordance with hie qualifications. These numbers, and some- 
times the titles, are entered on pertinent personnel records 
and eommunicetionsa along with the men's rate and rating. 
The ehief function in whieh these job codes are used are ine 
(i) the preparation of complementa, allowances, and billets; 
(2) the elaseification of men for a@uty;s (3) the Getalling of 
nen to their verious assignments; and (4) for the organiza- 
tion of advanced training. 


A new edition of the Dietioners 





sities is now being prepared and 1t is planned to include 





the Navy job claesifieation system anc also that of the Army 
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ae am appendix. hile the generai features and the pursose 
of the industrial ¢tlassifiestion system and that of the Navy 
arg the same, the detalls, particularly in the eo@ing systen, 
ere quire @ifferent. It appears praetieai to convert the 
Navy syetem into the larger more comprehensive 3D. 
a gystem, sc that any perticsculer lee vende 
heve only one number and it would be the seme in both syetema. 

& review of current personnel reports indicates that 








the job classifications of the men ere not being kept up to 
Gate in ali eases. If the system Le to funotion properly, 
Lt ig importent that all thie information be kept current 
aac used. It Le possible thet the essignment of job codes 
at the time, and on the same cards, that the quarterly sarke 
are recorded would a14 in Keeping the sodes current. 

It ie important that all officers and #11 men engeged 
in personne] work be familiar with the Navy job @laetification 
ayeten and understand ite use. Until this is dene the serv- 
Lee wlll not derive all the poasible benefite from the system. 
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